Job Description
Job Title 

Female Personal Assistant

Hours of work
16 hours per week to be used flexibly plus additional hours to cover staff absence.
Rate of pay:  
£10.19
Purpose of Job

The purpose of this job is to provide the care and support that my sister needs to enable her to live in her own home. My sister is a happy, upbeat person who is always smiling. She needs support with all aspects of daily living including her personal care and has her own very unique communication style. This means that her Personal Assistant needs to be someone who is patient, cheerful, enjoys chatting, has an eye for detail and understands how important their role is in enabling my sister to live in her own home safely.

My sister has had to deal with some life changing circumstances is recent times, therefore she needs consistency in the people who support her and to have people working with her who will take the time to understand her as a person and be sensitive to her moods and provide the emotional support to adjust to the changes.
My sister is a very sociable person who enjoys being around people, so a big part of this role will be to provide companionship for her as well as the practical support that she needs. She enjoys being chatted to and enjoys things like having her hand held or stroked. She also loves a good pamper session and enjoys listening to music.

My sister cannot move independently so the role will involve using a hoist to enable her to get out of bed and transfer between chair and wheelchair, etc. The role will also involve pushing my sister in her wheelchair as well as everyday bending and lifting.
As my sisters Personal Assistant you will work under my direction to meet her needs and will be accountable to me in all aspects of your work.  You must be reliable, be able to use your initiative and be able to work outside the 9 to 5 day.  You must also be able to respect our privacy and have an understanding of the need for confidentiality in all areas of your work. 

Main Duties 

Personal Care and Physical Assistance

· Assisting with transfers both inside and outside the home using a hoist. Eg. Bed to wheelchair, wheelchair to bed. (Training will be provided).

· Ensuring that my sister is bathed or showered daily.
· Ensuring that all her oral hygiene needs are met. This may involve oral suctioning.

· Managing all aspects of my sister’s continence needs, this will involve being vigilant for signs that her continence pads need changing, changing her pads and ensuring that her hygiene needs are met.
· My sister takes her meals via a PEG. You will be responsible for preparing and giving her meals. (Full training will be provided)
· Ensuring that my sister is given her medication on time and at the correct dosage and ensuring that the necessary records of medication given are kept.
· Ensure that staff members are given a hand over of anything relevant that has occurred during your shift.
· Checking my sister’s correspondence and making sure that I am made aware of any appointments that she has coming up and any other essential information (benefit issues, etc).

· Checking the stocks of the medical supplies that my sister needs and ensuring that orders for replacements are placed in good time.

· Ordering prescriptions for the medication that my sister needs in good time and ensuring they are collected/delivered as appropriate.

· Ensuring that my sisters bedding, and clothing are laundered and in good repair.

· Ensuring that my sister’s home is kept tidy and clean to a very high standard as she is susceptible to infection.

· Identifying and reporting any household maintenance issues to ensure that my sister’s home is safe for both her and her staff team.
· Supporting my sister to get out and about in the community to take part in activities that she enjoys.

· Providing her with support in the home or the community on the days that she is not able to access the day centre that she usually attends.

· Providing companionship and support to allow my sister to do the activities that she enjoys in her home.

Person Specification

To be my sisters Personal Assistant you should:
· Have some experience of working with disabled children or adults.  

· Be calm, patient, kind and attentive to my sisters needs at all times
· Have a positive attitude towards disability
· Be willing to work under my direction
· Be physical able to hoist my sister, push her in her wheelchair and support her with transfers (e.g. bed to wheelchair) Full training will be provided.
· Be able to work flexibly to meet my sisters needs

· Not smoke when working for me

· Not drink alcohol when working for me

· Be reliable and trustworthy

· Be a good timekeeper
· Be able to work at short notice

· Be able to work in different settings

· Not discuss our household and domestic circumstances with others, other than with my specific permission

· Keep information gained in the course of your employment     confidential 

· Be able to respond appropriately in an emergency

· Be able to accept responsibility and work on your own initiative

· Respect my sister’s privacy and that of our family and friends

· Be patient when doing repeated tasks

· Have at least basic reading, writing and number skills 

The position is subject to references and enhanced DBS checks and there will be a probation period of 6 months. At the end of this period I will meet with you to review the position. If your performance is satisfactory and we are both happy with the situation, your continued employment will be confirmed. 

